HOW TO: PARENTAL LEAVE
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When the team member goes on Parental Leave

1. Hover on Setup and click on Team Manager:

Setup ~ Logout

| My Details

Login as Othe

Team Manager 3 | ‘

2. Click on the applicable team member:

Team Manager Add Team Member

Search Job Title Access Level Remuneration Type Pay Frequency Employee Type Location

[—an- -] [—al- ] [—an- -] [~al- o] [al- -]

viewing records : 110 10f 1

[ Actions (selected) ]

|| TeamMember JobTitle AccessLlevel Email/Username IRD Number Daily Contracted Hours ion Type  Pay Frequency ~ Gross Annual i Type  Locati Actions

|| Parental Farm » no

LY Leave Assistant PLT 222444555 8.00 salary fortnightly 50000.00 Full-time location = ©
Example sta

The following screen will appear:

Edit Team Member Parental Leave Example ¥,

l General ] Employment Details I Payroll I Leave I Payroll Audit I Notes I Reminders ] User Files I Skills ] Preferences I

Username : * PLT
Password © * minimum & characters (minimum 2 numbers, case sensitive)
First Name : * Parental Leave

Last Name ;= Example

Employes Type ‘{ Fulktime i J

Remuneration Type ‘{ salary & J

Email Address ; plt@gmail.com

Job Title - Farm Assistant

Team : { no team % J

Primary Location : { no location % J

] LI ‘ Select Some Options ‘

Access Level { Farm Assistant i J

Health and Safety Responsibilty Level : { Select an Option v J

Daily Contracted Per units :

Roster display colour :

i |

Hide rostered days off -
Exclude from Rosters and Tasks

Pay Week Ending Day : {

w| D O

unday = J

Exclude from dashboard :

Access Timesheet Viewer Report : = this overrides access level

Oooo

Timesheet Supervisor ©

save >>

3. Click on the Leave tab:

Edit Team Member Parental Leave Example v

[ General I Employment Details I Payrolll Leave Payroll Audit T Notes T Reminders I User Files T skills I Preferences -

Annual Leave Report
Unpaid Leave Report Paid Out Report

Annual Leave &2

Cut-off date of Holiday
Pay Jun 01 2018

Opening Annwersaryl June i J 2
Date l1 'J




4. Scroll down to the Parental Leave section:

Parental Leave

Start Date :

End Date : (7]
Annual Leave Basis : Standard

5. Enter the date the team member goes on Parental Leave:

Parental Leave

I Start Date : Feb 24 2019 I

End Date : (2]
Annual Leave Basis : Standard

6. Click Save:

Parental Leave

Start Date : Feb 24 2019

End Date : (2]
Annual Leave Basis : Standard

Sick Leave Sick Leave Report

Cut-off date of Sick Leave

Opening Balance : 0 (days)

save »>

7. Hover on Payroll and click on Pay Periods:

- Payroll ~ Documents ~ Rosters ~ Ta

Pavroll Wizard

Pay Periods

Payslips

Payments, Allowances and Deductions

IRD Schedule

Payment Schedule

Final Pay

8. Select the team member’s name from the Team Member filter box, then click Go:

Salary / Wages Paid Report Add Pay Periods m

Location T T — o To Employee Type Remuneration Type

| al 4 | | Parental Leave Example v |jj Feb 242019 Mar 17 2020 | all v || al v |

Zero Pay Amount

| show all v | ﬂ

or Pay Period : | all 2

9. Find the correct pay period for the team member:

Payslip  From To Amount paid Standard salary Minimum wage top-up Adjustments Extra payments
Annual leave Statutory holiday worked Unpaid leave
e —
I + Feb 18 2019 Mar 03 2019 230769 230769 0.00 0.00 0.00 0.00 0.00 Etl
v Feb 04 2019 Feb 17 2019 230769 230769 0.00 0.00 0.00 0.00 000 &
v Jan 212019 Feb 03 2019 230769 230769 0.00 0.00 0.00 0.00 000 &




10. Click on the edit icon:

Payslip  From To Amount paid Standard salary Minimum wage top-up Adjustments Extra payments
Annual leave Statutory holiday worked Unpaid leave
+ Feb 182019 Mar 03 2019 2307.89 2307.69 0.00 0.00 0.00 0.00 0.0
v Feb 042019 Feb 17 2019 2307.89 2307.69 0.00 0.00 0.00 0.00 0.00
v Jan 212019 Feb 032019 2307.89 230769 0.00 0.00 0.00 0.00 0.00

11. Click Auto-calculate Unpaid Leave, then click Save:

NB: If the team member worked for part of the period, ensure their timesheets have been entered
before you process the pay

Edit Pay Period

'On Parental Leave from Feb 24 2019

Start Date : |[Feb 18 2019 *
End Date : Mar 03 2019 *
Pay Frequency : | fortnightly v =
Days in period - 14
Days worked : 5
Unpaid leave : 5 days ($1153.85)
Auto-calculate Unpaid leave
Team Member : Parental Leave Example
Employment start date : Jun 01 2018
Pay amount : | 1153.85
Days paid: 5
Daily contracted hours : | 8.00
Average daily pay : 0.00

o reset E save

You will see that the Amount Paid has reduced by the Unpaid Leave amount:

Payslip From To Amount paid Standard salary Minimum wage top-up Adjustments Extra payments

Annual Statutory Unpaid

leave holiday leave
worked

+ Feb 18 2019 Mar 03 2019 1153.85 2307.69 0.00 0.00 000§ -1153.85 oo @

12. Process the pay as normal via the Payroll Wizard. For help on this, please refer to the Processing
a Pay Run help document



https://c3.timesmart.co.nz/_cms/assets/Uploads/Processing-a-Pay-Run6.pdf
https://c3.timesmart.co.nz/_cms/assets/Uploads/Processing-a-Pay-Run6.pdf

While the team member is on Parental Leave

The system will automatically update the following to Zero in the Salary/Wages Paid Report:
e Amount Paid
e Standard Salary (if they are on a salary)
e No. of Days Paid
e Average Daily Pay

0.00

0.00

0.00

0.00

Payslip From To Amount paid Standard salary | Minimum wage top-up Adjustments No. of days paid Average daily pay JPaid by ACC 1stweek ACC Extra payments
Annual Statutory Unpaid
leave holiday leave
worked
Apr012019 = Apr142019 0.00 0.00 0.00 0.00 0.00 0.00 0 0.0000 0.00 0.00
Mar 18 2019 Mar 31 2019 0.00 0.00 0.00 0.00 0.00 000 4] 0.0000 0.00 0.00
Mar 04 2019 Mar 17 2019 0.00 0.00 0.00 0.00 0.00 0.00 0 0.0000 0.00 0.00
v Feb 182019 Mar 02 2019 1153.85 2307.69 0.00 0.00 0.00 -1152.85 5 0.0000 0.00 0.00
Total : 1153.85 9230.76 0.00 0.00 0.00 -1153.85 5 230.7700 0.00 0.00

0.00

[E4
4
=
[E4

If the team member has regular Payments, Non-Taxable Allowances and/or Deductions that need to
be put on hold/modified during their time on Parental Leave, please adjust them accordingly. For
help on this, please refer to the applicable help document(s)

e Adding/Editing a Regular Payment

e Adding/Editing a Regular Non-Taxable Allowance

e Adding/Editing a Regular Deduction

When you process the pay for the rest of your team each pay period, the team member who is on
Parental Leave will still show up in the pay run, but with zero gross earnings. This is normal.



https://c3.timesmart.co.nz/_cms/assets/Uploads/Adding-or-Editing-a-Regular-Payment-.pdf
https://c3.timesmart.co.nz/_cms/assets/Uploads/Adding-or-Editing-a-Regular-Non-Taxable-Allowance-.pdf
https://c3.timesmart.co.nz/_cms/assets/Uploads/Adding-or-Editing-a-Regular-Deduction-.pdf

When the team member comes back from Parental Leave

1. Hover on Setup and click on Team Manager:

Setup ~ Logout

| My Details

Login as Othe

Team Manager 3 | ‘

2. Click on the applicable team member:

Team Manager
Search Job Title Access Level _ Remuneration Type _ Pay Frequency _ Employee Type _ Location .
L—a\l—— YH,EH, .H,,au, VJ{—a\I—— le,au, vJ
viewing records : 110 10f 1
[ Actions (selected) ]
[ | TeamMember JobTitle Accesslevel Email/Username IRD Number Daily Contracted Hours ion Type  Pay Frequency ~ Gross Annual Type L Actions
Parental Farm » no
LY Leave Assistant PLT 222444555 8.00 salary fortnightly 50000.00 Full-time location = ©
Example
The following screen will appear:
Edit Team Member Parental Leave Example i

l General ] Employment Details I Payroll I Leave I Payroll Audit I MNotes I Reminders ] User Files I Skills ] Preferences I

Usemame . = PLT
Password © * minimum & characters (minimum 2 numbers, case sensitive)
First Name : * Parental Leave

Last Name : * Example

Employes Type ‘{ Fulktime i J

Remuneration Type ‘{ salary & J

Email Address : plt@gmail.com

Job Title : Farm Assistant

Team : { no team s J

Primary Location : { no location A J

il L0 ‘ Select Some Options ‘

Access Level { Farm Assistant % J

Health and Safety Responsibilty Level : { Select an Option = J

Daily Contracted Per units -

Roster display colour :

i |

Hide rostered days off :
Exclude from Rosters and Tasks :

Pay Week Ending Day : {

w| D O

unday L J

Exclude from dashboard :

Access Timeshest Viewer Report : = this overrides access level

DEo@

Timesheet Supervisor :

save *>

3. Click on the Leave tab:

L

Edit Team Member Parental Leave Example
[ General I Employment Details I Payrolll Leave Payroll Audit T Notes T Reminders I User Files T skills I Preferences -
Annual Leave &
Cut-off date of Holiday
Pay Jun 01 2018
Opening Annwersaryl June i J 2
Date l1 'J




4. Scroll down to the Parental Leave section:

Parental Leave

Start Date © Feb 24 2019

End Date : (7]
Annual Leave Basis : Standard

5. Enter the date the team member finishes Parental Leave:
NB: This is the day before the team member comes back to work

Parental Leave

Start Date : Feb 24 2019 {On Leave)

IEnd Date: Dec 18 2019 I (2]
Annual Leave Basis © Standard

6. Click Save:

Parental Leave

Start Date : Feb 24 2019

End Date: (7]
Annual Leave Basis : Standard
Dec 18 2019

Cut-off date of Sick Leave

Opening Balance: 0 (days)

7. If the team member’s work pattern has changed, update the Roster and/or Daily Contracted
Hours. This can be done in the Employment Details tab:

i General Employment Details Payroll I Leave I Payroll Audit | Notes | Reminders | User Files I skills I Preferences J

*IRD Number: 222444555

Employee Code :

Tax Code:| M v |
= Slart Dale . Jun 01 2018 x
Date Entitled To Sick Leave : Dec 01 2018 ® (casual employees not entitled to sick leave)
Termination Date : x
Employee KiwiSaver Contribution : 3 %
Employer KiwiSaver Contribution: 3 %
Kiwisaver Status : | Active KS Member v |
Kiwisaver Opted Out Date: o
Send 1o IRD
Pay Frequency : | fortnightly |
* Gross Annual Remuneration : 60000.00 (Please ensure this Total Package Value includes Holiday Pay of 8%)

Amount Payable / Pay Period : 2307.69

* Number of Weeks Holiday Entitlement : 4 (only leave this field as zero if the employee is a Casual Employee)
* Rostered Days On: 2.5 B (click to calculate) (2]
* Rostered Days Off : 1 4 (click to calculate)

* Daily Contracted Hours : 8.00




8. Hover on Payroll and click on Pay Periods:

Payroll ~ Documents ~ Rosters ~ Ta|

Pavroll Wizard
Pay Periods

Payslips

Payments, Allowances and Deductions

IRD Schedule
Payment Schedule
Final Pay

9. Select the team member’s name from the Team Member filter box, then click Go:

Salary / Wages Paid Report

Location T T — o To Employee Type Remuneration Type
| an 4| | Parental Leave Example v |j Feb24 2019 Mar 17 2020 | all v || an v |
Zero Pay Amount
| show all v | m
or Pay Period - | all £
10. Find the correct pay period for the team member:
Payslip From To Amount paid  Standard salary  Minimum wage top-up Adjustments Extra payments
Annual leave Statutory holiday worked Unpaid leave
+ Dec 09 2019 Dec 22 2019 230769 230789 0.00 0.00 0.00 0.00 0.00 [E3
11. Click on the edit icon:
Payslip From To Amount paid  Standard salary  Minimum wage top-up Adjustments Extra payments
Annual leave Statutory holiday worked Unpaid leave
+ Dec 09 2019 Dec 22 2019 2307 88 2307 69 0.00 0.00 0.00 ooo @ 0.00 [E3

12. Click Auto-calculate Unpaid Leave, then click Save:
NB: If the team member worked for part of the period, ensure their timesheets have been entered

before you process the pay

Edit Pay Period

On Parental Leave from Feb 24 2019 until Dec 18 2019

Start Date : | Dec 09 2019 ®

End Date :  Dec 22 2019 =

Pay Frequency : | fortnightly v *
Days in period : 14
Days worked : 3

Unpaid leave . 7 days ($1615.38)

Auto-calculate Unpaid leave § |«

Team Member : Parental Leave Example
Employment start date : Jun 01 20138
Pay amount : | 692.31
Days paid : 3
| 8.00

1 0.00

Daily contracted hours

Average daily pay

Slve




You will see that the Amount Paid has reduced by the Unpaid Leave amount:

Payslip From To Amount paid Standard salary Minimum wage top-up Adjustments Extra payments

Annual leave  Statutory heliday worked Unpaid leave

L Dec 08 2018 Dec 222018 692.31 2307.69 0.00 0.00 0.00 I -1815.38 I o0 [

13. Process the pay as normal via the Payroll Wizard. For help on this, please refer to the Processing
a Pay Run help document


https://c3.timesmart.co.nz/_cms/assets/Uploads/Processing-a-Pay-Run6.pdf
https://c3.timesmart.co.nz/_cms/assets/Uploads/Processing-a-Pay-Run6.pdf

When the team member takes Annual Leave after they come back from Parental
Leave

1. Ensure the correct number of Annual Leave timesheet entries are entered in for the team
member

2. Process the pay as normal via the Payroll Wizard. For help on this, please refer to the Processing
a Pay Run help document
NB: The system will automatically adjust the Annual Leave daily rate


https://c3.timesmart.co.nz/_cms/assets/Uploads/Processing-a-Pay-Run6.pdf
https://c3.timesmart.co.nz/_cms/assets/Uploads/Processing-a-Pay-Run6.pdf

Example: Calculation of Annual Leave once a team member has been on Parental
Leave

1. Enter the applicable Annual Leave timesheet entry(ies)

2. Hover on Payroll and click on Pay Periods:

- Payroll ~ Documents ~ Rosters ~ Ta

Pavroll Wizard
Pay Periods

Payslips

Payments, Allowances and Deductions

IRD Schedule
Payment Schedule
Final Pay

3. Select the team member’s name from the Team Member filter box:

Location

Team M

From

| all

4

| Parental Leave Example

»Q Jun012019

Remuneration Type

Zero Pay Amount

To
Mar 20 2020

| all

A | | show all

Employee Type
| all v

o | m

or Pay Period - | all

|

4. Change the To date to be the last day of the pay period before Annual Leave is taken e.g. if
Annual Leave has been taken in the period beginning 06/01/2020, the To date will be

05/01/2020:
Location Team From To Employee Type
| all v | | Parental Leave Example v | Juno012019 Jan 5 2020 | alt v
Remuneration Type Zero Pay Amount
| all v | | showall v |
or Pay Period : | all v
5. Change the From date to be 52 weeks before the To date e.g. 05/01/2019:
Location Team Memb From To Employee Type
| all v | | Parental Leave Example v [ Jan52019 Jan 5 2020 | all v
Remuneration Type Zero Pay Amount
| all v | | show all v | m
or Pay Period - | all v |
6. Click GO:
Location Team Member From To Employee Type
| all A | | Parental Leave Example M \ Jan 52019 Jan 5 2020 | all A

Remuneration Type

Zero Pay Amount

| an

v | | showall

i)

or Pay Period - | all

-

7. Scroll down to the bottom of the table where the Total row is and divide the first figure in the
Total row (13384.61) by 52 (weeks). Write this figure down e.g. $257.39:

Total : I 13384.61 I

62307.63 0.00 0.00 0.00 -2769.23 0.00




8. Adjust the To date to include the pay period with the Annual Leave in it, then click GO:

Location Team Member From To Employee Type
all v Parental Leave Example v | Jan52019 Jan 19 2020 all v
Remuneration Type Zero Pay Amount
all = show all v m
or Pay Period - | all v

9. Click Show Extra Columns:

viewing records : 11to 28 of 28
Payslip From To Amount paid Standard salary Minimum wage top-up Adjustments Exlrawyrmams_
Annual leave Statutory holiday worked Unpaid leave
+ Jan 06 2020 Jan 19 2020 1949.11 2307.89 0.00 0.00 0.00 0.00 000 (&
s Dec 23 2019 Jan 05 2020 2307 69 2307 59 0.00 0.00 0.00 0.00 0.00 (3

10. Look at the No. of Days Paid column for the pay period that has Annual Leave in it. If the team
member is paid weekly, use the figure that is shown in this column. If the team member is paid
fortnightly, divide this figure by 2. If the team member is paid monthly, divide this number by
four. In this example, 10 days will be divided by 2 since the team member is paid fortnightly.
Write this number down:

Payslip From To Amount paid Standard salary Minimum wage top-up Adjustments No. of days paid Average daily pay

Annual Statutory Unpaid
leave holiday leave

worked
+ Jan 062020 | Jan 19 2020 194911 2307.69 0.00 0.00 0.00 0.00 10 230.7690
v Dec 232019 Jan 05 2020 230789 2307.69 0.00 0.00 0.00 0.00 10 230.7690

11. Divide the figure you wrote down in Step 7 by the number you wrote down in Step 10 e.g.
$257.39/5 = $51.47. This is the current value of each Annual Leave day

12. Click on the Amount Paid figure to open up the Timesheet Overview Report:

Payslip From To Amount paid Standard salary Minimum wage top-up Adjustments No. of days paid Average daily pay

Annual Statutory Unpaid
leave  holiday  leave

worked
+ Jan 06 2020 Jan 192020 194911 2307.69 0.00 0.00 0.00 0.00 10 230.7690
s Dec 232019 Jan 05 2020 230769 230769 0.00 0.00 0.00 0.00 10 230.7690

Here you will see an Annual Leave section:

The standard average daily pay for 2 days needs
to be subtracted from the Standard Salary (as
they have taken 2 Annual Leave days)

JL AN

Annual Leave (AL) : -451.54 (2 days)

Adjustment daily rate : 51,4793

Adjustment days 2 —J This is the current value of.each Annual Leave
Adjustment amount : 102.94 day {as calculated in Step 11)
Adjustment applied - -358.58 [m

/L

$51.47 multiplied by 2 days gives you the total
value of Annual leave for the pay period




The Amount Paid has been calculated as follows:
NB: This is the amount shown in Step 4

Standard Salary 2307.69
Less the Value of 2 Standard Days -461.54
Plus the Value of 2 Annual Leave Days 102.96
Amount Paid for Period 1949.11

Please note, Annual Leave is calculated on this basis for 52 weeks after the Parental Leave end
date.



